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BACKGROUND

The Departnent is served by a substantial nunmber of advisory bodies
(conmittees, councils, and boards) with menmbers who volunteer their tine and
receive little or no renuneration. Mst nmenbers are not state enpl oyees, but
may be empl oyed in other levels of government (counties, cities, schools,
etc.) or in the private sector. |In sone situations, Departnent staff nenbers
may be required to attend advisory body neetings. The Departnent also
sponsors neetings, conferences, or training workshops for enployees.

In sone cases it is inportant for business reasons to conduct work during
breaks or to allow refreshnments. The follow ng policy has been devel oped to
deternmi ne when Departnment funds nay be allowed for coffee or Iight
refreshnents provided to attendees during breaks. This policy is based on
Department of Admi nistration (DOA) policy.

POLI CY

Meeti ngs, conferences or training workshops nust be necessary and in
accordance with the m ssion of the Departnment in order for any costs to be
incurred by the state. To be allowable, the expenses must be reasonabl e,
necessary and ordi nary expenses of carrying out state business.

Depart ment enpl oyees nust use good judgnment in requesting break expenses
which are to be paid for with Departnental funds. Paynent of expenses for
refreshnents/breaks may be allowed if the followi ng procedures are net.

PROCEDURES

1. Break expenses nay be allowed provided that one of the follow ng
conditions are net:

a. The majority of attendees are non-state enpl oyees. For purposes
of applying this provision, board nenbers are not considered
state enpl oyees.

b. Facilities are not available in or near the neeting | ocation to
all ow attendees to obtain break items on their own within a
reasonabl e tine period.
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Special criteria for b:

(1) "Facilities are not avail able" nmeans that there is nothing
within the building or its reasonable proximty where
attendees coul d obtain and consunme nornmal break itens
within a typical break period (10-20 mi nutes).

(2) Do not need to have majority of non-state enpl oyees.

C. Havi ng the attendees |eave the neeting room would have an adverse
effect on the continuity of the neeting. |In this situation, it
is expected that break itens be consuned while the business
nmeeting or program continues.

Special criteria for c:
(D Do not need to have majority of non-state enpl oyees.

d. Any ot her situation not covered under a, b, or c above nust have
prior witten approval fromthe Departnment’s Deputy Secretary.
The request should include purpose of neeting, planned attendees,
pl ace of neeting, type and amount of refreshnents being proposed,
and why the break expenses should be paid with Departnental
funds.

The total cost per break per person shall not exceed $5.00 (inclusive
of gratuity).

Speci al Not e: The maxi num al | owabl e gratuity for individually
purchased break itens is 15% The Department no | onger
requi res vendors to accept 15% as the nmaxi numgratuity
or service charge on group-purchased break itens at
conferences and/or neetings. For group-purchased break
itenms, the amount of gratuity or service charge is to be
based upon what is negotiated between the vendor and the
Departnment. This anpunt will be considered the industry
normal anmount. The break maxi mum whi ch includes the
gratuity still applies.

Al | owabl e break itens include a nonal coholic beverage (exanples include
coffee, mlk, soft drink, juice, etc.) and a snmall pastry item or
fruit.

The refreshnment break(s) should not be nore than two per day for a ful
day neeting and typically be m d-nmorning and/or md-afternoon or one
per half day neeting. Please attach agenda, as documentation, to the
voucher submitted for paynent.

Payment mnmust be nmade by the Departnent directly to the vendor and not
as a reinmbursenment to each attendee. The Departnent currently requires
a purchase requisition if the cost is from $100.00 to $5,000.00. |If
the cost exceeds $5,000.00, a purchase order is required.

Speci al Note: The P-Card may be used as an alternative to pay for
group-purchased neals in lieu of using a Purchase
Requi sition. This also includes those situations where
the paynent is below the Purchase Requisition
requi renents
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If necessary, the state enployee in charge of the neeting may pay for
such refreshnments and cl ai mrei nbursenent on a travel voucher within

the limts for other expenses given in Chapter 228 of the DHFS
Supervisor's Manual. This procedure will be used only when direct
billing by the vendor is not feasible for some specified reason

6. The payment voucher nust incl ude:

a. Appropriate original invoice(s) or receipts.

b. A list of individuals in attendance, identifying state enpl oyees

and non-state enpl oyees.

c. Payment vouchers for break expenses which fall into category |.b.

and c. above must include witten justification and prior

approval by the Division Admnistrator/Office Director, who may
del egate this further. This may not be del egated further than
Bureau Directors. |If the Division Adm nistrator/Oifice Director

further del egates this approval authority, a signed statement

identifying the designee nust be forwarded to Harlan O son in the
Account s Payabl e/ Preaudit Section - Bureau of Fiscal Services.

d. Payment vouchers for break expenses which fall into category |.d.
above nust include the witten justification and prior approva

by the Departnent’s Deputy Secretary.

Attached are exanpl es of sone hypothetical situations that may be

encountered. Some of these exanples neet the payment guidelines established

inthis policy, while others do not.

ATTACHVENTS

1. Exanples of All owable and Non- Al | owabl e Break Expenses
REFERENCES

Chapter 228, DHFS Supervisor's Manua

CONTACTS

Har| an O son

Accounts Payable/Billing & Collections

(608) 267-9301

Jean Gevelinger, Chief

Accounts Payable/Billing & Collections
(608) 266- 0594
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ATTACHVENT 1 (Page 1 of 2)

EXAMPLES OF ALLOWABLE AND NON- ALLOMBLE BREAK EXPENSES

Depart ment enpl oyees nust use good judgnment in incurring break expenses which
are to be paid with Departnental funds. To be allowable, the expenses nust
be reasonabl e, necessary and ordi nary.

ALLOMBLE BREAK EXPENSES

In the follow ng hypothetical situations, the identified expenses neet the
Department’s gui delines and woul d be al |l owabl e.

1. Ten (10) non-state enpl oyees, nenbers of an advisory body, neet to
di scuss a new Departnent program Three (3) state enpl oyees were
requested to attend to provide information to the advisory body. The
1/2 day nmeeting was held from8:00 a.m to 11:30 a.m M d-norni ng,
cof fee, soda and sweet rolls were available. The total cost of these
items was $35.75. This is allowable because the majority of attendees
are non-state enpl oyees, and the break cost is within the $5.00 per
person per break nmaxi num

2. Agency holds a full day neeting for 12 state enployees at the Yahara
Center. Break cost was $2.50 per person per break. Witten
justification and approval from Division Adm nistrator/ O fice Director
or del egat ed desi gnee was obtained for using a non-state facility.

This is all owabl e because justification and Division

Admini strator/ O fice Director or del egated desi gnee approval is in

pl ace, and costs are within the $5.00 per break per person maxi mum

The break expense would be all owed because normal break facilities were
not available at this location for the state enpl oyees.

3. Agency holds a 1/2 day training workshop for 20 state enpl oyees. Due
to the trainer's schedule and nature of training, coffee, juice and
nmuf fins were nade avail able at each table. The break itens were
consuned while the training took place. This was done so there would
not be an adverse affect on the continuity of the training program
Prior Division Adm nistrator/Ofice Director or del egated desi gnee
approval had been received. The cost was also within the $5.00 per
person per break nmaxi num

NON- ALLOMBLE BREAK EXPENSES

In the follow ng hypothetical situations, the identified expenses do not neet
the Departnent's guidelines and would not be all owabl e.

1. Ei ght (8) non-state enpl oyees, nenbers of an advisory body, met to
di scuss a new Departnent program Six (6) state enpl oyees were
requested to attend. The 1/2 day neeting was held from1:00 p.m to
4:00 p.m At nid-afternoon, swedish neatballs, beef teriyaki, hot
fudge sundaes and other itens were available for break. The cost was
$5.50 per person. This is not allowed because the cost exceeded the
$5. 00 per person per break maximum In addition, the items are not
consi dered ordi nary, necessary and reasonable break itens.
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An agency proposes to hold an open house. It was to be primarily
attended by non-state enpl oyees, and sone state enployees were to
attend. The break itens were to include chocol at e-di pped strawberri es,
finger sandw ches, egg rolls and other itenms. The cost per person
woul d have been $6. 00.

This is not allowed because there is a limted anount of official state
busi ness being conducted and is nore of a social event. In addition
the costs are unreasonable and the refreshnents are not consi dered

ordi nary and necessary break itens.

An agency holds a conference in Madison. It is attended primarily by
non-state enpl oyees fromthe Madi son area. Registration was at

8:00 a.m to 8:30 a.m A continental breakfast which cost $6.00 per
person was provided during the registration. At the 10:30 a.m break
coffee, soda and a small sweet roll were provided at a cost of $5.00
per person. At the 3:00 p.m break, coffee and soda was provided at a
cost of $3.00 per person. The continental breakfast and norning break
total $11.00 per person, $6.00 of this anpunt is not allowed because
the $5.00 per person per break maxi num was exceeded. |In addition, the
continental breakfast does not conply with the requirenents for being a
br eakf ast because attendees were not in travel status.

Not e: The $5.00 and $3.00 cost for the m d-norning and nid-afternoon
break woul d be all owabl e.

An agency holds a training neeting approved by the Deputy Secretary
where they make a guarantee with the vendor that they will have 100
attendees to which break itens would be provided. The cost is to be
$4.50 per person per break. Only 75 people attend the neeting. The
vendor bills the agency $450.00. Since only 75 people attended, the
actual cost per person per break, for those that attended, is $6.00 per
person per break. This is inappropriate because the cost per break
exceeds $5.00 per person per break. Only $5.00 per person per break
could be paid in this situation. Organizations should not nmake
guarantees to vendors which may result in a per person cost in excess
of $5.00 if the planned attendance |evel is not achieved.



